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c	 :\lcmllcl>hip ill cilic. COlJl11IU[litl' or 
:.;chool orgJ [) i/~ll illJ1S 

d. Former cillployers ~Iilll lI'ork experience 
C [lefnC[Kl'S 

).	 The n..'ceprionist Ivill rl'cl'i\"\..' Ihe cOlllplcted 
~Ippliclrion ~tlon)..( lIill\ thrl'c copies of ~I onl' ­
p:lgc. l)'lx'll"J"ittl'n 10~Ul11l: prl'I)~\['ed i[) 
~Idl ~I nce J III I su ppl icd Ily till' Cl InresU nrs. 
Till' following inforlll~lrion musl hc conLlincd 
i [1 rhe one-p~lgc n::-sullll': 
~I. ;\~IJ1)C, Jekln.:ss ~1Il(1 pl\()ne' nUlllher 
h.	 Clrl'cr ohjl'ctile 
c.	 I--:duclrion ~IIKI ILlining 
el.	 \Vork l':\rx:ric'[l("e hegilllli[))..( lIith presl'llI 

cllIp!oyllll'[lr li.~ri[lg .~rccil·ic 

rcsponsihi Iil ies 
C'	 l'rok's.~io[l~tl [l1c'mhcr.~hips, [l1~ljO['
 

~IC("( IIII pi ish ml'nrs, ~I \\"~I rds l'~1 rIlcd
 
f.	 1\cl'crcIKc.~ ~Irl' 10 he IJil ~l .~cp~lr~lrc Il~\gC, 

1)01 (1) rhc O[ll'-ll~lge ['l"~Ullll' 

(1.	 I\frl'r rill' receptionist ev:tlu~lres rhe 
~Ipplic~ltio[), :1 I 'chnic:tl CO[IlI)littn' 1l1L'llllx:r 
II ill prc.~enr lhrce copil'~ of rhl' pl'rsoll:tl 
rL'.~ullll' ro rill' inrl'l\"il'lIing comillittce 
( jUllgl'sJ. 

7	 I\frer the judges rl'vicII' rhc Ix'rson~l! r('sum0. 
~[ lL'ch[)ictl UlIlI[))ittl'C 1l1L'Jllhcl' will direct rhl' 
conlc.~r:ITlr ro rhe juelgl'~ rOI' rhc intL'l"l'icII·. 

0.	 Thc illll"l\icII lI'irl1 lhl' judgcs will he 
:Ipproxim<lrely !O [llinutl's. This will :lllow 
"dequ~llc tililc fo[' four 10 six questio[)s. 

l).	 1\11 COllrC.~r~lnrs ill :In inrClyicII' group will he 
~I.~kcel idcllficti llucst iOIl.~. Such Ilul'srilJi1S 
mighr include rhe following hur will he 
elcrcrmineel hy rill' Judgl'.~: 

J.	 \'(II~II :Irc your OCCupJlioll~rl ohjl'ctiVl'sl 
h.	 \\lIJ:ll do you like most :Ihour rhis 

occu p:11 ion" 
c.	 \Vh~1 r :Irc you I' hohhil's"; 
d.	 \V11~lr would you likc ro he doing Five 

YC~I[·.~ from 1l1J\\'; Tel] Yl':Ir.<; 
e.	 \\lhy do you 1I'~\Il1 ro lI'ork for our 

com P~111 y" 
f.	 \VilJr rll 0 ~1<"To'llpli.'ihlllcnrs h:II'<.: givC'[1 

you rhe mosr s<lri~Llction) 

g.	 \Vh:lr ~II'C your exrr~lcU[Ticubr :Ictil'itil's"~ 

h.	 HOll' lI'oukl you dl'scrilx:, your idl':tl joh' 
i.	 \Vh:lr elo you rllillk dc'rcr[l1ill(.'s ~I Pl'I·.~O[l";; 

p["()gl·l'.~.s wirhi[l ~I CI )mp:II1:) 

I·	 \Vh:11 do you consider 10 hc your 
oUl".srJllLlillg joll-I\:,I:lred fx'rson:tl 
cha rJctl'risrics or strl'ngrl I,,) 

k.	 \Vh~1 r q u:tl i ficlliollS ~lJld eh:1 ['~I Ucrisrics do 
)'llU hJl'c' r!l:lr 1ll:lkc you feel i'oll'll 
succccd ill you I' I\'ork' 

I() .	 .Jullgcs :\['C C[ll'lllll:lg '<.I ru ll.~(, rlwir own 
inIC,"I"il'I\' redlili<.jucs ;Inc! s!lould kl'cp rhc 

50 • 200X SkilL,USA UldIllpiomhips Tl"chllic.i1 SIJnd,lrlb 

f'ocus of till' iJlrervie\\' 0[1 thc .~cleetcd 

1I11csriolls. 

Standards and Competencies 

JI 1.0 -	 Prepare a one-page personal resume 
I.!	 Dcsign :1 rX'rs()Il~11 1~IYOlIt :111(1 "rructlll'C fur 

Ihe I·e.sllille 
1.2 Lisr n:lille. :lddress :lIld [1!lollc nUillhcr 
I ..) St~lrc ~I spcciFic ClrC'L'[' ohjcctil'c 
I.ct I.isr ec!ucllion:II ~Ind rr:-,ining inForm:1lioll 

1.4!	 I'rmidc CPI\ iF Cllrrcnrly l'l1I"ollcd 
in .'idl()ol 

1.4.2	 lncludl' :lrC:1S of study 
1.4.5	 I.isr ~Iny C[l1p!oyillcllr [d:lrcel 

c<..'lTilk:lfions 0[' Iicellse'~
I."" Idcnrify n~lI11e ~\Ild Iucltiun of 

:ll';ldeill ic/rr:1 iIl ing i[lsli tll Iion.~ 

.) Discuss lI'ork l':\[1cril'nce hl'ginning wirh 
p['c~cnr cnlp]ovillcllr 

Ie)	 Ourlillc' spl'cilic joh [·l'sl)onsihiliric.~ ~\Ilel
 

rr:lnsrcr:lhle skills g:lined, in :1 hullcrl'cl
 
FOI"Jll:! r
 

1.7	 I.isr org~lnil.:[rion~t1 1l1('illh('['ship~, ill~lior 

:lCCOJll pi ishillent" :l ill 1 :I \\':1 I'd" c:lI"IlL'd 
I.N	 Fdir r0SlI[1l0 for .~pcllillg, gr:llll[ll~II' ~lnel
 

effectivc design
 

.II 2.0 - Complete an employment application that meets 
industry standards 
2/	 COillpll'fe rill' l'illployillenr ~Ippliclfion 

wirhill ~dlorrcd riille limir 
2.2	 Be prep:lred \\'irh :111 nCl'clcel inforill:lfiUIl 

ro complcrl' rl1<..' ~Ippliclrion 

2.5	 Rel·;<..'\\· eiliploymellr ~Ippliclrio!l ro CllSU['C 
ir is h'ce 0" errurs 

2."1 COillplerc ;Ipplicltion Forlll 1cgihly 

JI 3.0 - Meet and greet receptionist to meet industry 
standards 
)>. I	 C W('[ 1'1 '("eprion i~t prukssi()Il:llIy 
5.2	 Inrroellicc one.'iclf ro the reccprioni.~r 

JI 4.0 - Complete a 10-minute job interview that meets 
industry standards 
-1. I Jnrroduce "cif profes"ion:t1ly 
.,2 Dis[1Lty good posrurc :llld :Ippropri:lre 

(Iress :111(1 gt"()orning 
4.5	 DeillOIlSlr:IIC knowledgc of posirion 

;1[1[1lyillg fm :Inel pc[.son:11 Ilisrory 
-i.-i IkspOllll ro four ro six qllcsriolls froill rllC 

judging p:lncl 
'I.':; FXI)I~lin "'O['k ~Ind k:leiL'I'.~llil) c\J>cnC[lCc.~ 

concisely lI'hen appliclhlc 
j()	 h;pl:lil1 [1l'1S01l:l! S\I<..'llgtl1s ~Ind WeJkl1esses 

ro rhe cOillmirrcc \\hcn ~lppljc;rI)1e 



-I 7 Discuss person;tl Jnd profcssion;"shor[ 
JIKI !OI\L( telill gO;I!s 

~"t) De,scrihe two ;llTOl1lrlishlllellts ;111l1 

person;" s;ltishcrioil g;liiled frol11 e;lch 
\\hen ;llil,!iclhk: 

-1,<) 1~\pLlin personJI qUJlificltions ;Ind 
cll;II';lctCli:-.tic.s t!ut wj!1 lexl ro profession;] I 
,succes,s 

-1,10 Ik"nihe nlur jcle;tl joh \\hen ;Ippliclhlc 

Committee Identified Academic Skills 
The technicd cOll1l1littee 11:IS identified th:,t the 
fol!o\\'ing ;Icilleillic ,skills ;II'C el1lhelllled in r!lis 
colltesl, 

Math Skills 
;'\one Identified 

Science Skills 
'\Jone Identified 

Language Arts Skills 
[)ro\'icle inforll1Jrion ill COil\er,s:lrions ;Incl in 
group discussions 
1)1'0\ ide inforl1l:ltion in or:1! present:Hions 
Ikl1lonstr:] tl' lise of verhJ! COnll11U n iCi tion 
skills: \\'ord choice, pitch, fe<.:ling, tonl' ;Ind 
voice 

Ikt1l0llstrJte usc of nOl1\cdxl! 
cOllll11l1niCllion skills eyc COlll:ld, posturc 
:11lC1 ge:-.tlll'cs Ll.sillg intLT\icwillg tl'CllllillllcS ttl 
gJin inforl11Jtion 
Org;lni/c :Incl ,syillhe,si/e inl'(lrIl1;ltion For usc 
in writtcn :lnd or:" prescilLltiollS 
[)el11onstr:ttc n;lrr;ilivc writing 
I )cnlonstl'd te pCI'su:lsi Vt' \\ I'iti ng 
Edit writing t\)r corrcct gr:lllllll:lr. 
(';1 piW Ii/:trion. pu ndll:ltion, .spcll ing..sentc·ncl' 
,structure ;Ind p;ILlgrdphing 

Connections to National Standards 
SLllc-lc\'el :ICldcnlic curriculull1 speci;"isrs 
idcll(iCicd the follo\\ing COllilectiollS to n:llioll:d 
;lclclel11ic ,sLlllC!;lrc1.s 

Math Standards 
"one IclcntiCieci 

Source: :\CDI l'ril1cil1les ;lIlci SUll1c!:mls for School ~Ialhcmatics
 

To \i~\V hi~h school stal1c1ards. visit:
 
sl <t11c1arcls nClm,org/l!ocUlllCII tic 11 :ljllrr7/i] \(b ,hUll.
 
ScI,',! "Sl:lI1r1:lI'lIs" from mCl1u
 

Science Standards 
llndcrst:lncls the scientific enterprise 

Source: ,\lcr~U. compcndium of national sci~nc(' slandards To 
viclV and ~carchlhc compcl1dium, visit: w\\\V.mCl'cl.org/SLandards­
hCtlchmarks/ 

Language Arts Standards 
Students ~Illjust thei I' usc of spokcl1, wrinl'n 
:Illli visu:11 1~lllguage kg" conventions, style, 
\'(lclhLlbry) to lOllllllllllicllc' l'ikcrivcly \Iith 
a \';Iricty of auclil'ncc:-. ;IIKI for clitfercnt 
pUl'[io,se.s 
Srudenrs cl11rloy a widc I~lngc of ,str;ltegies ;I.S 
lhey writl' alld u,se dilll'l'em writing process 
elClllCI1t.s ;lpprorri~Hel) to COll111lUIlicitC with 
differcnt audiences for a "ariel y of purposes 
,'irudents apply knowlcclgc of' 1~lngUJgl' 

str\letu re, 1~lngu;\gl' C( In vcnrions (e ,g" 
spelling :Ind punctuation), Illedi:1 tcchniqucs. 
figur:ttive LlllgU:lgl' ~lncl gelll'c to ('leltl' , 
critiquc and discuss print :md non print tc"ts 
StuclenLs usc :1 \';Iriety of teclllloiogicil and 
in!orlll:ltion rl'source.S <e,g .. lihr:II'ie.s. 
CI;It:\h;ISC:-', COJllPUtCI' Ill'I\I'orks, vidco) to 
gatht'r ;llld s)'ntill'sil.l' illforlll;ltioll :llld t() 
crc...\lle anel COIII In Un icltc kno\\'leelgl' 
Stuelcnt.s lise ,spoken, wl'irrell ami visu:11 
language to accolllplish their own pUrpO,Sl'.s 
<e,g.. for 1c:ll'J1ing, enjo)'lllenr. persuasion ;lI)cl 
Illl' exch~lllgl' of illforlll:ltioll) 

Source: IR/V:\CIr Sl~IIlLiards for lhc I':llgl ish Lallguagc i\1'L\ To 
vic\\' the ~talld:lrds. visit: 
)\"II\\', I'l'adwri lclhill k()I'g/~I:llldan Is/i Ildc.\html, 

SpUll,lurcJ by COULII,cJrr-Willcox (2UlJiJ) • ') I 



CONTEST SCORECARD 

Items Evaluated Possible Points 
Interviewer - Skill 4: 

(~I'ec\il1g ;IilLi InrrtldllUioll 

Interviewer - Skill 5: 
!\prC:1r;lllCl','l'oSt\lrc'/c; I'ootlling ()() 

Interviewer - Skill 6: 
COJllrIC1l'Ill'sS :Ind U;lriry 0\ l{cslItll<:'. U() 

Interviewer - Skill 7: 
:\I;ltliriry i\IlS\\l'rs to QlI<:'stions I ')() 

Interviewer - Skill 8: 
I'rcsc'n{;(tioll Self-Confidl'llcc' :lIld 
l'CI'.'lI:ISi\l'I1l'sS . .. I ')il 

Interviewer - Skill 9: 
l'rep:lr;lriol1: J\.JlO\\kdgl' of I'ositioll I\pplic'ci 
for &. l'l'J'.SOIl;Ji H iSl'ory . I,)il 

Interviewer - Skill 10: 
l'cI·.sun;!1 S;JiesJll;II1.s!1i r I ')() 

Receptionist - Skill 1: 
C;rl'l'till,~ :ll1cl 1l1trtlcllllliun 

Receptionist - Skill 2: 
J\ 1)1 1t::lr:lllCe! 1'( ),SILI rc" C; I( )0111 i I1g .. ..... .2() 

Receptionist - Skill 3: 
COl1lpIl'ICI1l',s.s,'lq..>;ihility of J\ppliclfioll ........ lill)
 

Sub Total 1,000 
Resume Penalty 
Clothing Penalty 

Time Penalty 

TOTAL 

- ..
OP
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